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This guide is intended for Montana Edition users who
wish to use the Value-Added features provided by the
state for managing student information. This guide
explains how to prepare the MT Edition application of
Infinite Campus to use as your primary student
information system (SIS). This guide is designed for
schools that do not have an existing electronic SIS.

Topics covered in this Quick Fix Guide include:

e Preparing Calendars
e Entering Teachers
e Entering Courses

e Assigning Students to Courses
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14-15 Cascade 7-8

MT EDITION CALENDARS . _
System Administratar |« Calendar Grade Levels Schedule Structure l Terms Periods Days ]
» tudent Information Save
For general AIM reporting, e
» Census 32 1661 Cascade 7-8 (schoolD:1)
. . . “Name Number
districts are required to create » Sehavior 14115 Cascade 75 |
. . . . * Health “Start Date “End Date Summer School
calendars with basic district . otz 3 sesazors 75 0
i i + seneguing Student Day (instructional minutes)  Teacher Day (minutes) EE:\ude
|nf0rmat|0n . For the purposes » Grading & Standards Whole Day Absence (minutes) Half Day Absence (minutes)  School Choice
of the MTE Value Added, » Programs C=
) . » Ad Hoc Reporting I Instructional -
districts must also enter Terms, + Ussr Communication Requie St Assignment
H - Assessment Testing Count Date
PerIOds and Days' ~ System Administration P
ndance Comments
roling U6/2312014 11:48 AN -
» Auditing
» Batch Queue =
v Calendar
Calendar L4
Calendar Wizard
14-15 Cascade 7-8 Terms

Terms define the periods of time in
which students are enrolled in
courses. If districts only have full-year
courses, only a full-year term is
required. If students rotate courses
on either a quarter, trimester or
semester schedule, click New Term
Schedule/Terms to define those
terms.

Enter Start Date and End Date for

“Hame “Sequence St Date “Enc Date
] 1 oaosams  [To] 10s2014 [T
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Periods

Periods define the time that students spend in
courses. If the school is only recording time in
one course (e.g., 1°t grade or 2" grade, etc.),
the district only needs to create one period.
(use default for this.) If students transfer from
one course to another (e.g., high school) the
periods need to reflect that movement
between courses.

NOTE: If the MT Edition will be used to record
attendance, periods may be set up based on
times attendance will be taken (e.g., before
and after lunch).

each term. Click Save.

14-15 Cascade 7-8

Schedule Structurs Terms Periods Drays
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Auto Create Period Schedules

Paramstsr Sslsction

Thils Schedule Structure Fas no Pariod Schedules, and ks 1ol will create some for you
nfinke Campus supponts muRiple Perlod Schedules, but only select e Period Schadules
meaded far your Schedule Sinucire

1. Sslect Number of Period Schedules

(1 PerbaSenedule) Single Period Schodule
[[] {2 Periodschedules) A Day

[ {3 Pemnascneules) ABIC Doy

[[] (5 Periodscheules) MTAWTIF Day
2. Salact Numiber of Pariods for sach Period Scheduls

1]

(

Cresie PeriodSchedulesPeriods

Click New Period Schedule to add a schedule.

Select Number of Period Schedules. For each
schedule, you must enter a list of periods and
times in the next step, so use the least
number of schedules as possible to reflect the
school’s activities accurately.

Select Number of Periods for each Period

Schedule. Enter the number of periods for the

schedule being added. You can add more in
the next step, if needed.

Click Create Period Schedules/Periods.

14-15 Cascade 7-8

To list the period information,
click the schedule just added.

Periods DCays

14-15 Cascade 7-8

Calendar Grade Levels Schedule Strecture Terms Pericds Diays
Save Perniod Schedules New Period Schedule Delete Peniod Sched/Peniads

Hame

Defaul

Period Schaduls Into
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(Rearemea )

Instructional Minutes Prafersnca for 14-15 School Year
Exciude non-instnuctional pariods
Exciude non-instructional minss
Enzhas TME QE0E DEtwEEn pariods

Echood Day Preferancs Tor 14-15 SChood Year
Exclude non-instructional periods
nclude nor-instnuctional miruies
nelude Time gaps betwesn periods

Enter a schedule Name (e.g., Bell Schedule,
Early Out Days, etc.), if desired.

Enter Start time and End Time for each
period.

Check Non-Instructional for every period
that is not pupil instruction time.

Click Save Period Schedules.

NOTE: After saving, the Instructional
Minutes and School Day minutes are
calculated, as shown on the Period
Schedule Info.
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Days

14-15 Cascade 7-8
The Days tab is used to identify el P oton e
) < October2014 - [T I
the days on which students sun [wor_1us | ea [ To0 [ [ s | wemvans -
. . . . a 0z L=<} 4 Bell Schedule v
receive instruction. Holidays, saootay st e
O I R =00 Y Tme mm
early release days, and teacher E
. . . 12 13 14 1§ 16 17 18 B "
in-service days are included. ]
19 n n n p<] M b3
Excluding or shortening days R R el el
~Eventton ks Dy
reduces the total number of
instructional minutes for a
Course. | TV. Teacher Vacation
First, set the range for school days.
Day Reset . .
This tool will generate a Day record for each day in the Calendar. If your calendar ThlS ShOUId |nCIUde yOUF PIR dayS.
dates are year-round, or larger than the days you need to track, enter a smaller
date range to only create Day records for days that have instructional meaning for
this Schedule Structure. If this function iz performed on an existing calendar, all H
days and day events will be lost outside the range you choose (Unless you choose On the Days tab' CIICk Day Reset'
e e o) Enter the Start Date (the date of the
08/25/2014 [72] first PIR day) and the End Date (the
*End Date
0670912015 73] date of the last PIR day). If school is
Duration . .
0 not held on Friday, un-check Friday.
Fill Missing Days Only
.
Mon Tue Wed Thu Fri sat Sun Click Create Days.
] A
Create Days
Second, adjust for days school is not held. 14.15 Cascade 7-8
Calendar Grade Levels Schedule Structure Terms Periods Days
Se|eCt a date by C||Ck|ng the number FOI‘ Save Day/Day Events Delete Day/Day Events Day Reset Day Rotation Print
. <« tember 2014 > T
PIR days, uncheck Instruction and @e" _ Date Day #
Sun | Mon | Tue | Wed | Thu | Fri | Sat | p9/01/2014 66
Attendance. For holidays or other non- o | 2| | 06 | o5 | 06 || censcresue ~
. School Day Instruction Attendance
school days, uncheck School Day, Instruction S P N TR O S B
and Attendance. For shortened days, enter v
14 18 16 17 18 19 20 Comments.
the Start Time and End Time. A
21 22 23 24 25 26 27 N
To enter Day Events, click Add Day Event. » | 2|2 = Duraton st
¥ OH: Holiday - Other -
Select Typ€. ~Event on this Day AMDEVE-WM
Click Save Day/Day Events. Repeat for all
altered instruction days.
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TEACHERS

To include a teacher and/or para-
professional responsible for student
instruction in TEAMS, add them to
the MT Edition application using the
following steps.

Year [14-15 School | Cascade 7-8 =
Index S=arch Help

- Staff Szarch
System Administrator

» Student Information ‘Szaron for 3 st alneay tracked 11 Campus using D2 Telds proviced, neguines fiekis 2ne In red . Selesta St irom e st or olkck on Creste New 5127

» Instruction

LastName®  Ciasroom Name saTsmeD | Gencer| Bim Cae B
e p— Classroom, Teacher 12345 W 100
. Cizssroom Tescnerd 128661 "
E= Mae v Clzszroom Tezenars 126853 M
Bim o [ Classroom, Teacher 7 126665 M
Miadle il
SSNE
Add Household
S=tsEE D
Add Address
Search >
Staff Locator i
Census Wizard @
+ Tools
» Reports
+ Behavior
* Health

&
&
&

» Attendance

» Grading & Standards

Create New District Staff —

]

The search results display any
teachers entered into another
District or MT Edition. Verify the
teacher’s demographic
information and select the
corresponding match.

NOTE: Hovering over the name
of the teacher will show the last
district of employment —the
same as the student locator does
for students.

Add Staff

From the Index, expand Census.
Select Staff Locator.

Enter the teacher’s Last Name,
First Name and Gender. Click
Search.

\
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‘Search for 2 st 2iready tracked In Campus Lsing e fleids prossed, required fislds a2 In 7ed - Select 3 Sta fram Me lit or clik on Crezte New Stz
LastName*  Ctzszroom Name saTsEeiD | Genser| Bim D %
FieiMamee Teammer ‘Cizssroom, Teacer 123465 M 100

~ Clzssroom Testner3 126861 M &
=z vak - Cizseroom, Tescers 126663 M &
B Date i 26665 !
Migdie IRzl
sENE Staff from district: Arlee Public Schools, click to add to
smsmeD current district.
Search —=
. . . A 201
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Staff Search

Seanch for 3 siafl alneady iracked In Campus using e flelds provided, nequined fiekds are In ned . Select a st from be list or click on

Last Name*  Professarl

a3t ID

| zener| sim Dz %

First Mame Edwin Na maiches Tund

Gender” Make -

=

Bire Date
kiddie inkial
SEN# § §
Halr e D
Search —>=

| in Montana
" Siuten

Required fields are: Last Name, First
Name, Gender and Employment Start
Date.

However, for the TEAMS extract, the
teacher’s SEID (Folio Number) must
be entered in the Staff State ID field.

Enter the required data and click
Save.

NOTE: The Staff State ID number was
previously an auto-generated
number. The district may need to
replace the auto-generated number
with the correct SEID number.

If there is no match for the teacher being
entered, click Create New District Staff.

Person Information
“Last Name *First Name Widdle Name Suffix
Professori Edwin -
["Gender Birth Date Soc Sec Number

Wale = B -
Race/E

Is the individual Hizpanic/Latino?

-

(check all that apply)

["] American Indian or Alaska Native
[T] Asian

[ Black or African American

[T white

Race/Ethnicity Determination

-

Is the individual from one or more of the these races?

[ Native Hawaiian or Other Pacific Islander

Home Primary Language

Person ldentifiers
Student State ID

Local Staff Number

Staff State ID 126004

10)

Employment Information
art Date
08/25/2014 75|

]

License Number

Seniority

End Date
&=
Teaching ears Modifier

FTE Percent

Education

Commpi

Montana

Achievement
Office of Public Instruction
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Professori, Edwin Indicate District Assignments

Gender: M

Demographics Identities Households. Relationships Enrolimants District Employment District Assignments
swe oo ey Select the District Assignments tab

and click New.

Select the School, enter a Start Date
and check the box for Teacher (if the
teacher will be a Team Member for

Degrtment

M . = Special Education students, also
- e 3 check Special Ed and/or Advisor).
[Teacher Spechl | Program  Senauor Admin Heai Bemaior Resnonse Aporoser .
2B B o o o Click Save.
'mnsnr Super Foodsanics Rederral Seif Sandce Approver FRAM Prozessor
Hei | = 4| 4|
If a teacher is assigned to multiple
schools, create an assignment for
each school.
The teacher’s SEID (Folio Number) may i s
be found on the teaching certificate or e
. - I LastMame Setz First Mame
located using the Montana State St CE . - s 0w
. e St RcaBamch B ). b e S
Educator Information System (MSEIS) s 1 7 S
Logoat show 80 . memsperpapr  Page 1 T
Educator Search at: enss_| B s . O
https://apps3.opi.mt.gov/MSEIS/autos - e = b = e
tart.aspx?Public=1 Ve o T ? . oot
Enter any of the known elements of o o wow A
the teacher’s demographics and/or Nssiiaen - oo 7 r e
Ww 24y £ Wane T ' =
license information and click Search = = — — — = =
Educators.
— T Click View to see the specific

Eresracson
ke ol ecqirnd docarmeets iec OFLicessare, PO Rix 202501, Helses, UT 55630
oot e Baprniaens

license history and information for

; Py s

= e the selected teacher.
Pk .
ot Set s e T The SEID is located at the top of
{0
= —————— | the page, under the teacher’s
Stanes Source SLomTeaa AgpDate tasend Efective Expres.
o == ||| e name.
=o-= = = = = = S| NOTE: Information shown here
SO oy i was obtained from the public site.
e i i Districts have access to the secure
— ma——

B = e i o L S MSEIS/TEAMS site.
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COURSES

Courses are entered into the MT Edition depending
on the certification of the teacher and the grade
level of the student.

For elementary students taught by K-8 certified
elementary teachers, only a “grade level” course
(e.g., 1t grade, 2" grade, 3™ grade) is required.

Students taught by a specialist need to be enrolled
into their specified courses (typically middle and/or
high school students). Districts will also need to
account for specialists who supplement a student’s
education (e.g., K-6 physical education teachers).

General Elementary Courses

Select the current Year, School and/or
Calendar.

From the Index, expand Scheduling

A e and select Add Course.

—
e o ==w= = | Enter Number and Name (district
Lm E:}ﬂ coneam@on - specified), Max Students (set at a
— B higher number than would ever be
?;W T e o enrolled in the course), Terms (same
P : s as number of terms entered on
g e e—— o= === calendar), Schedules (typically 1),

A W - : Periods (number of periods for

course), and check Allow Student
Requests.

OPTIONAL: Check Homeroom and
Attendance as appropriate — if using
the MT Edition application to take
attendance.
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Under NCES Data, choose SCED
Subject Area, SCED Course Identifier,
SCED Lowest Grade, SCED Highest
Grade, SCED Course Level and SCED
Sequence (1 of 1, unless splitting a full
year course into semesters — 1 of 2 —
or trimesters — 1 of 3). The NCES
code auto-fills after this identifying
data is entered.

Click Save (top of screen). NOTE:
Elementary courses are numbered 51
to 73 and contain the notation (prior-
to-secondary).

For specific information on K-12
Course Codes and course mapping,
see the OPI School Staffing webpage
at:

http://www.opi.mt.gov/Reports&Dat
a/TEAMS.html#gpm1 6

NCES Code
73034
SCED Subject Area SCED Course Idenfifier
73: Nonsubject Specific (prior-to-secondary) hd 034: Grade & hd
SCED Lowest Grade SCED Highest Grade
04: Grade 4 A 04: Grade 4 A
SCED Course Level SCED Seguence: (part n of m parts)
GE: General Education A 1 w1 ~

Elementary (Grades 5-8): Under NCES Data, choose SCED Subject Area, SCED Course Identifier, SCED
Lowest Grade, SCED Highest Grade, SCED Course Level and SCED Sequence (1 of 1, unless splitting a
full year course into semesters — 1 of 2 — or trimesters — 1 of 3).

Click Save.

NCES Code
55165
SCED Subject Area SCED Course ldentifier
55: Fine and Performing Arts (prior-to-secondary) - 165: Crafts -
SCED Lowest Grade SCED Highest Grade
07: Grade 7 - 08: Grade 8 -
SCED Course Level SCED Seguence: (part n of m parts)
GE: General Education - 1 *of1 -

Achievement Mertang
in Montana Office of Public Instructien
P Dionise fura Stats Superintencent
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Year [1415 [¥] school Cascase 78 =]

— . Middle/High School Courses

Select the current Year, School and/or

ueer "
GATEng! Grage 7 Englkn a i)

e Cor— Calendar.
‘Sonecule Load Prioriy M Stuer Terms  Schedules Periods|  Sections o Bulld
- TML From the Index, expand Scheduling and
e select Add Course.

Az “ocatons) Cooe

[T memmemss s me e e Enter Number and Name (district

Disance Cizse Tl EnrGIment Creah

comes specified), Max Students (set at a higher

m

number than would ever be enrolled in

the course), Terms (same as number of
terms entered on calendar), Schedules
(typically 1), Periods (number of periods
for course), and check Allow Student
Requests.

If the course is Distance Learning or Dual
Enrollment, check the appropriate box.

If the course is part of an Alternative
Education Program for At Risk Youth,
check the Alternative Ed Program box
under Custom Data Elements at the
bottom of the Course tab.

OPTIONAL: If using the MT Edition
application to keep attendance, check
Homeroom and Attendance as
appropriate.

) Quick Fix Guide — Value Added August 2016
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High School (Grades 9-12): Under NCES Data, choose SCED Subject Area, SCED Course Identifier,
SCED Lowest Grade, SCED Highest Grade, SCED Available Credit, SCED Course Level and SCED
Sequence (1 of 1, unless splitting a full year course into semesters — 1 of 2 — or trimesters — 1 of 3).

Click Save.

NOTE: Secondary courses are numbered 01 to 22.

For specific information on K-12 Course Codes and course mapping, see the OPI School Staffing

webpage at:

http://www.opi.mt.gov/Reports&Data/TEAMS.html#gpm1 6

B NCES Data

NCES Code

05165

SCED Subject Area
05: Fine and Performing Arts

SCED Lowest Grade
09: Grade 9 -

SCED Awvailable Credit (Carnegie Units)
5

SCED Course Lewvel
GE: General Education

SCED Course ldentifier
hd 165: Crafts
SCED Highest Grade
12: Grade 12 -

SCED Sequence: (part n of m parts)
v 1 vl v

Courses by Specialists

If the K-6 (or K-8) curriculum uses
specialists in courses such as Music, Art,
etc., enter those courses separately
from the grade/classroom courses (e.g.,
1t grade, 4" grade, etc.).

Select the current Year, School and/or
Calendar.

From the Index, expand Scheduling and
select Add Course.

Enter Number and Name (district
specified), Subject Type, Terms (same as
number of terms entered on calendar),
Schedules (typically 1), and Periods
(number of periods for course).

OPTIONAL: Check Homeroom, Allow
Requests and Attendance as
appropriate.

\
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Elementary (Grades K-6 or K-8): Under
NCES Data, choose SCED Subject Area, SCED
Course Identifier, SCED Lowest Grade, SCED
Highest Grade, SCED Course Level and SCED
Sequence (1 of 1, unless splitting a full year

course into semesters—1 of 2 —or hezs cox
SCED Sunject Area SCED Courss ldentifar
trimesters — 1 of 3) 08 Priysical, Healn and Sateey Education - 001: Prisical Education -
* SCED Lowest Grade ‘SCED Highest Grade
KF- Kingergaren Full Time w 05 Grade 6 -

Click Save. !

SCED Course Lawsl
GE: General Education

SCED Ausliztie Credh (Camegle Unks)

SCED Sequence: (partn of m pars)

1 wg2 v

NOTE: Elementary courses are numbered
51 to 73 and contain the notation (prior to
secondary).

For specific information on K-12 Course
Codes and course mapping, see the OPI
School Staffing webpage at:

http://www.opi.mt.gov/Reports&Data/TEA
MS.html#gpml 6

Year [14-15 [7] school [Cascade High Schoal[7]
Index Search Help b250 Freshman English

Course Sections Grading Tasks Standards Composite Grading
Course/Section [

dvanced Search

sketweaving
1250 Freshman English

B500 Arts in Culture

Creating Sections

Sections define the time period that
courses occur and link teachers and
students to courses.

Choose the current Year, School
and/or Calendar. From the Search
tab, Search for Course/Section. Click
Go.

Choose a course. Click the Sections
tab.
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Click Add a Section.

Enter Section Number. Select Session Type.

The Session Number corresponds to the Session Type.

For example, if Session Type is Quarter, the Session
Number for this course will be 1, 2, 3, or 4 for 1%
quarter, 2" quarter, etc.

For a full year course there is only one Session
Number.

Check the boxes that correspond to the time the
course is offered. If a course is offered more than
once per day, create a separate section for each time

the course is offered.

Click Create Section.

b250-1 Freshman Engllsh

Teacher: None =
Section Staff History Roster Attendance Grading By Task Grading By Student
Save New Primary Teachar
taff Histo
Mame Stant Dale [End Caie Disirict Asshgnment

There ks no active primary teacher for this saction

Stan Date and End Date flakis should nemain blank unless staff memibers star working in e saction afer e finst dzy of Me finst sohaduled
0r SI00 warking In e section betone Me 35! day of e (35l scheduled temm

ngalis-iikier, Laua w | |

Comments
(02 Co-Temcher Ganaral Education
(03 Co-Teacher Special Education
04: Co- Teacher TRie

05 Co- Teachar ARemaive Education
(07- Instructional Para General Ed

08: Instructional Para SPED

09- Instructional Para TRie 1

1 Instructional Para AE

12 Faclikzior

13- ot Applicablefot Siste Repaned

Teacher Dispiay Name on Sschion
M:ngamzlgeloheTeamerDlsplaymnelewlllqnaemuamwmm

7 Cofiue using e current Teachar Display Nams from e Section ta:
(@ Lize 2 new Teacher Dispizy Name on e S20tion ta0- ngalis-Wikder, Laura

100 General Math

Grade Calc Options Course Rules Fees Build Consfraints Assessments
Course Sections Grading Tasks Standards Categories
-mmm
Edift 1 |Ashley,J (0/25) Grade Book

TR

Create a new Section

This tool will create a new section.

Section Editor

*Section Mumber Teacher Display Mame

Max Students. Lunch Count  Milk Count  Adult Count
25) [ n ]

Foom Skanny Seq Homeroom

[ ] b

Distance Class (Owerride) Extemal LMS Exclude

™) O

Primary Teacher

There is no active primary teacher for this section.
Session Type Session Mumber
I v

i

Create Section

IZ: Inter Session

LS: Long Session
MT: Mini Term

QN Quinmester
QIT: Quisrter

EM: Semester

ET: Surmmer Term
E%: Full School Year
TM: Trmester

TW: 12 Month

Click the Staff History tab.

Select New Primary Teacher. Select a name from
the Name dropdown list.

Choose a Role.

The teacher selected as Primary Teacher should
have a Role of 00: Teacher of Record and hold an
appropriate MT certification to teach the selected
course. Only one Primary Teacher may be
identified for each course.

Click Save.

NOTE: For distance learning courses, the district
must have a Facilitator assigned to the course
under Primary Teacher.
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b250-1 Freshman English

Teacher: Ingalls-Wilder, Laura

If another teacher will be sharing the

o 5400 working In e saction batore e 35t day of e [3st schaduked famm.

Teacner

“Name ‘Stan Date: End Date Cistrict Assignment ok

Briggs. SeonEnle w j j w  0F Co-Tescher Genarzl Edusstion
Comments

Section Staff History Roster Attendance Grading By Task Grading By Student Roster Sstup teaching responsibi“ties With the
n Save H Mew Primary Teacher H Mew Teacher E Mew Section Staff 3
== Primary Teacher, select New Teacher.
= moie
lngﬂs—um Teachsr of Rscora
Choose the name of the second
teacher from the dropdown list and
= choose a Role.
Fan izt flelos £n0uld remzln bizr e st oy of e

Click Save.

-

i

NOTE: The teacher holding the proper

pizy

Making 3 cEnge o e Teacher Displs) Name here will Lpdste e ke o e Section 0.
& Confinue using Teacher Clsglzy AT,
Laura

171 Use 2 new Teacher Display Name on e Section ta: =00 Seonene

endorsement for the course should be
identified as the Primary Teacher.

If another staff member will be sharing the
teaching responsibilities (e.g., a para-
educator) with the Primary Teacher, select
New Section Staff.

Choose the name of the staff member from
the dropdown list and choose a Role.

Click Save.

b250-1 Freshman English

Teacher: Ingalis-Wilder, Laurs

Saction Staff History Rester Attendance Grading By Task Grading By Student Roster Setup

E Save H New Primary Teacher E New Teacher E New Section Staff

T

Disirict Assigremert Foke

Newn, 5330 - i) 0 o7 tnctonal ParaGeneral B0 v
Comments

-
Teacher Display Name on Saction
Misking 3 Grange 1 e Teacher Dispiy hame here will updsts M2 ke o7 e S20tion 0

L
Lawa
171 Use 2 new Teacher Dispisy Name on e Section i

Teacher Dlsaisy

\
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Achievement Mortana
in Montana ‘ Office of Public Instruction

CREATING ROSTERS

After searching for the Course/Section
(see page 13), select the Roster Setup
tab.

Students may be selected in multiple
ways:

e Copy student from this section: —
Select a section for which students

are already enrolled, and the screen
will copy that list of students to this

B500-1 Arts in Culture

rading By Task Grading By Student Roster Setup Res

Copy student Som this saction:

-

Current Roster(0/25)

Show Students in this gradecaly: ¥
ey Jack (10

BOLTON, MICHAEL P(11) 11279

runanle, Denlse

Huxtabile, Theodor )

uale, Treodors (1)

hisDonaid, Ronald (12) 10745

Ray, Racnl R(11) 111612

section — helpful if there are AM and

PM sections of a course or all
students in a grade are taking the
same courses. NOTE: When using
this option, students don’t appear
under Current Roster until Save

Student List and/or Copy Section is

selected.

B500-1 Arts in Culture

Copy student fom this saction:

Current Roster(0/28)

iy, Rachel R[11) 111612

o Show Students in this grade only: —
Select one grade level to display a list

of students in the specified grade

level — useful for enrolling students
into a course that only applies to one
grade level. Click student names to
add to the Current Roster. Click Save

Student List and/or Copy Section

when all students have been added.

e All Students: Select students from

B500-1 Arts in Culture

Copy student Fom this saction:

Current Roster(0/25)

Bermy, Jack (10)
McDanzkd, Rorakd (12) 10745
A3y, Racnel R[11) 111612

Task G By Student

-

-

Roster Setup Rester Batch Ed

the list of all enrolled students. Click

student names to add to the Current

Roster. Click Save Student List
and/or Copy Section when all
students have been added.

s, State Superintancdens
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B500 Arts in Culture

Course Sections Grading Tasks Standands Composite Grading Azszsssments
Save Delete
B Courss Information
CourselD 4
“umbes “Name Sandands-Desed  Ache
=500 Arts In Culure "] il
Sanject Type Core Academic Class
COTe AC3GEIC SuDject ATea (CORE) + Ans (ART) -
Siafe Code Cegariment
-
el LD Terms  Schedules Periods  Sections 10 Exlkd
= a a Q Q
GRAWeignt Banus Folnts Transcrig FReguired
k 4 4 la
Tipe
Hi Homors -
AcIRy ‘Wogational Code
v =

Allow heacher requests'recommendations Repeafable ARendance UnRARendance High School CredR

Students may also be added to classes
individually. This method is
recommended for enrolling students
after the first of the year and for
recording course changes.

To enable this functionality for a course,
check Allow student requests on the
Course tab.

O ] O O
2 Dusl Ennoliment Credh
hd 0
Comments
Benny, Jack
Grade: 10 DOB: 05
Cresit Summary ant Behavior Gradustion AdHoc Latters Racords Transfar
Summary Enrollments Schedule Attendance Flags Transoript
Taoke - Group oy Courze (Al Termz) [w] Display Active and Dropped Courses. Print OR. [ Cnoose 3 report option ]
. ’
N aVIgate to th estu d ent’s m.;;t:::]mm) (11«5;11-01&3;15)(01:21;‘154%‘&7"5) mﬂ‘aﬂgnsmﬂsj
b ewerr o [eweTy vty
Schedule tab: = I joerr fmere
(Index/Student Eiﬂ e e e
Information/General). Z:Q S e =
Click the Schedule tab.
Hame Seq Time Lunch Time Non-Instructional
Click Walk-in Scheduler. |5 ] e
3 | 3 csaAm-tazzam o [&]
|- o =
5 |5 0 [u]
6 |8 [] =]
77 - [ @]
s |a o =
8 |8 0 [u}
Benny, Jack Click the EMPTY link on
: t Summary Asse rra;'t - Behavior Graduation AdHoo Letters Records Transfar the student’s schedule for
Summary Enroliments Schedule . A[[af-:arsa Flags Grades . Transcript : the period you Wa nt to
Take - Group by Course (Al Tems) [ Display Active and Cropped Courses. Print OR. | Cnoosea report option [ “izw Schedule

| Lozd [ Unioaa |7 Ena [ Restors [ Student Reguests

schedule. A list of

courses meeting at that
time will appearin a
Section Search to the
right of the schedule.

Click the section below

the course to add it to the

student’s schedule.

Efiactie Date A tems @1 F2@s@ R T
|m ——
Course Name
T EWETY Degarment

Bl EWETY EWETY EMETY Tesear
OE EMPTY EMPTY EMPTY e i
Blewerr EMPTY EMPTY EMPTY G 1
BEmerr EMETY EMETY EMETY ==
Dlemery EMETY EMETY EMETY [ Search |
BlEwerr EMFTY EMFTY EMFTY
Blemerr EMPTY EMPTY EMFTY

B500 Arts In Curturs

ES00-1 {025) Igalls; Wikier, Lsura TCu -0 4 B:1 EPS 0
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a1
08/28/2013 - 1101/2013

az

a3

o4

1110402013 . 02412014 | 0172712014 - 03/21/2014 | 03/24/2014 . 06/11/2014

TalA-1 TalA-1 EMPTY EMPTY
Course Changes PE/Health 10-1st PE/ealth 10-1st
9404-5 S404-5 EMPTY EMPTY
Algebra 2-1st Algebra 2-1st
When a student moves from one sman] saai] Ty ey
course tO another, dO nOt deleted Honors English 10-1st  |Honers English 10-1st
43041 43041 EMPTY EMPTY
the course from the student’s Spanish 2-1st Spanish 2-1st
[EmpTY EWPTY EWPTY EWPTY
schedule.
72241 72241 EMPTY EMPTY
Jazz Ensemble- 1st Jazz Ensemble- 1st
As with an enrollment, end date 52042 52042 EMPTY EMPTY
Biclogy 1-1st Biology 1-1st
the first course, then add the new Drop:10/04/2013 Drop:10/04/2013
course. 72341 72341
Symphonic Band - 1st | Symphonic Band - 1st
Start:10/07/2013 Start:10/07/2013
SE0A-T SE0A-T EMPTY EMPTY
Study Hall 1st Study Hall 15t
EMPTY EMPTY EMPTY
EMPTY EMPTY EMPTY
EMPTY EMPTY EMPTY
For further assistance, contact the AIM Help Desk at
opiaimhelp@mt.gov or 1-888-424-6681.
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